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Temporary Duty (TDY) Travel Allowances

§301-11.303

§301-11.102 What is the applicable M&IE rate?

For days of travel which

Your applicable M&IE rate is

Require lodging ...............

The M&IE rate applicable for the TDY location or

Do not require lodging,
and. hours.

night.

ing to your official station.

stopover point.

Travel is more than 12 hours but less than 24 | The M&IE rate applicable to the TDY site (or the

highest M&IE rate applicable when multiple lo-
cations are involved).

Travel is 24 hours or more, and you are traveling | The M&IE rate applicable to the new TDY site or
to a new TDY site or stopover point at mid-

stopover point.

Travel is 24 hours or more, and you are return- | The M&IE rate applicable to the previous day of

travel.

[FTR Amdt. 70, 63 FR 15961, Apr. 1, 1998, as amended by FTR Amdt. 2007-05, 72 FR 61538, Oct.

31, 2007]

Subpart C—Reduced Per Diem

§301-11.200 Under what cir-
cumstances may my agency pre-
scribe a reduced per diem rate
lower than the prescribed max-
imum?

Under the following circumstances:

(a) When your agency can determine
in advance that lodging and/or meal
costs will be lower than the per diem
rate; and

(b) The lowest authorized per diem
rate must be stated in your travel au-
thorization in advance of your travel.

Subpart D—Actual Expense

§301-11.300 When is actual expense
reimbursement warranted?

When:

(a) Lodging and/or meals are pro-
cured at a prearranged place such as a
hotel where a meeting, conference or
training session is held;

(b) Costs have escalated because of
special events (e.g., missile launching
periods, sporting events, World’s Fair,
conventions, natural or manmade dis-
asters); lodging and meal expenses
within prescribed allowances cannot be
obtained nearby; and costs to commute
to/from the nearby location consume
most or all of the savings achieved
from occupying less expensive lodging;

(c) The TDY location is subject to a
Presidentially-Declared Disaster and
your agency has issued a blanket ac-
tual expense authorization for the loca-
tion (see §301-70.201);

(d) Because of mission requirements;
or
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(e) Any other reason approved within
your agency.

[FTR Amdt. 70, 63 FR 15961, Apr. 1, 1998, as
amended by FTR Amdt. 2011-03, 76 FR 55275,
Sept. 7, 2011]

§301-11.301 Who in my agency can au-
thorize/approve my request for ac-
tual expense?

Any official designated by the head
of your agency (see §301-70.201 for when
an agency can issue a blanket actual
expense authorization).

[FTR Amdt. 70, 63 FR 15961, Apr. 1, 1998, as
amended by FTR Amdt. 2011-03, 76 FR 55275,
Sept. 7, 2011]

§301-11.302 When should I request au-
thorization for reimbursement
under actual expense?

Request for authorization for reim-
bursement under actual expense should
be made in advance of travel. However,
subject to your agency’s policy, after
the fact approvals may be granted
when supported by an explanation ac-
ceptable to your agency. Also, your
agency can issue a blanket actual ex-
pense authorization under §301-70.201.

[FTR Amdt. 70, 63 FR 15961, Apr. 1, 1998, as
amended by FTR Amdt. 2011-03, 76 FR 55275,
Sept. 7, 2011]

§301-11.303 What is the maximum
amount that I may be reimbursed
under actual expense?

The maximum amount that you may
be reimbursed under actual expense is
limited to 300 percent (rounded to the
next higher dollar) of the applicable



§301-11.304

maximum per diem rate. However, sub-
ject to your agency’s policy, a lesser
amount may be authorized.

§301-11.304 What if my expenses are
less than the authorized amount?

When authorized actual expense and
your expenses are less than the locality
per diem rate or the authorized
amount, reimbursement is limited to
the expenses incurred.

§301-11.305 What if my actual ex-
penses exceed the 300 percent ceil-
ing?

Your reimbursement is limited to the

300 percent ceiling. There is no author-

ity to exceed this ceiling.

§301-11.306 What expenses am I re-
quired to itemize under actual ex-
pense?

You must itemize all expenses, in-
cluding meals, (each meal must be
itemized separately) for which you will
be reimbursed under actual expense.
However, expenses that do not accrue
daily (e.g., laundry, dry cleaning, etc.)
may be averaged over the number of
days your agency authorizes/approves
actual expenses. Receipts are required
for lodging, regardless of amount and
any individual meal when the cost ex-
ceeds $75. Your agency may require re-
ceipts for other allowable per diem ex-
penses, but it must inform you of this
requirement in advance of travel. When
your agency limits M&IE reimburse-
ment to either the prescribed max-
imum M&IE rate for the locality con-
cerned or a reduced M&IE rate, it may
or may not require M&IE itemization
at its discretion.

[FTR Amdt. 70, 63 FR 15961, Apr. 1, 1998; 63
FR 35537, June 30, 1998]

Subpart E—Income Tax Reim-
bursement Allowance (ITRA),
Tax Years 1993 and 1994

SOURCE: 64 FR 32813, June 18, 1999, unless
otherwise noted.

GENERAL

§301-11.501 What is the Income Tax
Reimbursement Allowance (ITRA)?

The ITRA is an allowance designed to
reimburse Federal, State and local in-
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come taxes incurred incident to an ex-
tended TDY assignment at one loca-
tion.

§301-11.502 Who is eligible to receive
the ITRA?

An employee (and spouse, if filing
jointly) who was in a TDY status for an
extended period at one location, and
who incurred Federal, State, or local
income taxes on amounts received as
reimbursement for official travel ex-
penses.

§301-11.503 Are Federal Insurance
Contribution Act (FICA) and Medi-
care deductions included in any re-
imbursement under this part?

No. Reimbursement is limited to in-
come taxes.

EMPLOYEE RESPONSIBILITIES

§301-11.521 Must I file a claim to be
reimbursed for the additional in-
come taxes incurred?

Yes. A claim must be submitted in
accordance with your agency’s policy.

§301-11.522 If I was assessed an in-
come tax penalty and/or interest
payment due to incorrect income
tax withholdings, are those pay-
ments reimbursable?

Yes, for the total amount of the in-
come tax penalty and/or interest as-
sessed by the IRS for tax years 1993 and
1994 only.

§301-11.523 What documentation must
I submit to substantiate my claim?

Your agency will determine what
documentation is sufficient. (See §301-
11.531.)

§301-11.524 What steps must my agen-
cy take to determine my ITRA?

Your agency should:

(a) Determine Federal, State and
local marginal tax rates by using the
procedures and the marginal tax tables
established for the relocation income
tax allowance in §302-11.7, §302-11.8,
and the appropriate RIT tax table(s) lo-
cated at www.gsa.gov/ftrbulletin; or

(b) Determine reimbursement as cal-
culated in the illustration shown in
§301-11.535.

[64 FR 32813, June 18, 1999, as amended by
FTR Amdt. 2008-04, 73 FR 35953, June 25, 2008]
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